Application Submission Guidelines
Step 1: Request a password from CDFA when you are ready for submission.

Step 2: Go to CDFA Web Server Upload site

Step 3: Log-in to the website

_cdha

AGRICL

2017 Healthy Soils Second Solicitation
Upload Site
Documents for the 2017 HSP Second Solicitation
must be submitted
by April 13,2018 at 5 p.m. PDT

To upload grant applications to this website, email California Department of Food and Agriculture
(CDFA) at grants@cdfa.ca.gov to request a login account on or before April 5, 2018.

Following grant application submission, CDFA will send applicants a notification email to confirm their
grant application(s) were received within 2 business days of receipt. CDFA will only consider a grant
application complete, if all application components are included. In case an application is submitted more

than once before the close of submission deadline, the last version (i.e. most recent) submitted will be
considered final.

Enter password: E
[ Submit

Step 4: Select the Program or Project you are applying for

CALIFORNIA DEPARTMENT OF FOOD & AGRICULTURE
OFFICE OF INFORMATION TECHNOLOGY SERVICES

2017 Healthy Soils Second Solicitation

Upload Site

Documents for the 2017 HSP Second Solicitation
must be submitted
by April 13,2018 at 5 p.m. PDT

Instructions:
Select the Program or Project of your 2017 HSP Second Solicitation:

-- Select --
Incentives Program

Demonstration Projects

Select the type of document you are uploading for the Second Solicitation:

[Coversheet and Application Checklist ~|  *if applicable

Browse...

File name format: Incentives or Demo-Organization Name (no spaces)-(last 4 digits of Tax ID)-Document
Example: Incentives_SmithRanch_1234_Application.docx


https://secure.cdfa.ca.gov/egov/upload/grant/

Step 5: Browse your computer, select the correct file that matches the name indicated in
the website window, click “Open”.
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mts for the 2017 HSP Second Solicitation
File name: |Incentives_SmithFarms_1358_Budget ~ | Al files

must be submitted
o Cancel by April 13, 2018 at 5 p.m. PDT
Instructions:
Select the Program or Project of your 2017 HSP Second Solicitation:

Incentives Program ~

Select the type of document you are uploading for the Second Solicitation:

Budget Worksheet W *if applicable

Browse...
Upload

File name format: Incentives or Demo-Organization Name (no spaces)-(last 4 digits of Tax ID)-Document
Example: Incentives_SmithRanch_1234_Application.docx

Step 6: Click “Upload” to upload your file.
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CALIFORNIA DEPARTMENT OF FOOD & AGRICULTURE
OFFICE OF INFORMATION TECHNOLOGY SERVICES

2017 Healthy Soils Second Solicitation

Upload Site

Documents for the 2017 HSP Second Solicitation
must be submitted
by April 13, 2018 at 5 p.m. PDT

Instructions:

Select the Program or Project of your 2017 HSP Second Solicitation:

[Incentives Program |

Select the type of document you are uploading for the Second Solicitation:

[Budget Worksheet ~|  *ifapplicable

C:\Users\guihua.chen\De Browse...

File name format: Incentives or Demo-Organization Name (no spaces)-(last 4 digits of Tax ID)-Document
Example: Incentives SmithRanch 1234 Application.docx




Step 7: Double Check the uploaded file name, and mark it on your Cover Sheet and

Checklist as uploaded. You will have 30 minutes before you upload the next file.

2017 Healthy Soils Second Solicitations

Upload Site

File name: C:\Users\guihua.chen\Desktop\HSP 2017 folders\Second solicitation\HSP Incentives
Application example folder\Incentives SmithFarms 1358 BudgetWorksheet.xlsx

has been successfully posted.

Click Upload More if you want to upload additional files for the Second Solicitation.

Upload More or

Step 9: Repeat Step 5, 6 and 7 to upload all other files one by one.
Step 10: After all files are uploaded, sign and date on the Cover Sheet and Checklist.
Step 11: Upload the signed and dated Cover Sheet and Checklist last.

Step 12: Click “Close” as your all application documents are uploaded.

Important Notes:
1. CDFA will record date/time when the Cover Sheet and Checklist is submitted as

the time for your complete application received.

2. In case you need to remove an uploaded file in your submission before you
complete, contact the program staff for help.

3. All application documents must be submitted as a single submission, which

include uploading of multiple document files.



